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SOUTH COAST AIR QUALITY MANAGEMENT DISTRICT 
 

REQUEST FOR PROPOSALS 
 
 

 

MAINTENANCE, SERVICE, AND REPAIRS OF HEATING VENTILATION  
AIR CONDITIONING (HVAC) AND REFRIGERATION EQUIPMENT  

 
P2019-15 

 
South Coast Air Quality Management District (SCAQMD) requests proposals for the following 
purpose according to terms and conditions attached.  In the preparation of this Request for 
Proposals (RFP) the words "Proposer," "Contractor," "Consultant," “Bidder” and “Firm” are 
used interchangeably. 
 
PURPOSE 
This Request for Proposals (RFP) is to solicit proposals from qualified Contractors to perform 
maintenance, service, and repairs on Heating Ventilation Air Conditioning (HVAC) and 
refrigeration equipment at SCAQMD’s headquarters.  Contractors must provide evidence of 
current in house C-20 Heating Ventilation and Air Conditioning and C-38 Refrigeration 
Contractors license as required by Department of Consumer Affairs Contractors State License 
Board, California Code of Regulations Title 16, Division 8, Article 3. Classifications and 
all permits required by local, State, and Federal regulations for providing services described 
herein. 
 
The scope of work shall include, but not be limited to: maintenance, service, and repairs for all 
HVAC and refrigeration equipment located at the SCAQMD’s headquarters. 
 
INDEX - The following are contained in this RFP: 
 
 Section I Background/Information 
 Section II Contact Person 
 Section III Schedule of Events 
 Section IV Participation in the Procurement Process 
 Section V Statement of Work 
 Section VI Required Qualifications 
 Section VII Proposal Submittal Requirements 
 Section VIII Proposal Submission 
 Section IX Proposal Evaluation/Contractor Selection Criteria 
 Section X Scope of Work 
 Section XI Cost Proposal 
 Section XII Sample Contract 
 
 Attachment A - Participation in the Procurement Process 
 Attachment B - Certifications and Representations 
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SECTION I: BACKGROUND/INFORMATION 
 
The South Coast Air Quality Management District (SCAQMD) Diamond Bar Headquarters 
consists of four interconnected buildings designated as the North Office Tower, South Office 
Tower, Laboratory, Conference Center/Cafeteria and a separate Child Care Center at the west 
end of the property.  Select buildings utilize HVAC and/or refrigeration equipment requiring 
maintenance, service, and repairs.  The objective of this RFP is to receive proposals from 
qualified firms that possess a C-20 and C-38 contractor’s license for the maintenance service 
and repairs of SCAQMD’s HVAC and refrigeration equipment.  
 
 
CONTRACT TERM: 
 
This maintenance, service and repair contract term shall be from July 1, 2019 through  
June 30, 2022.  All work shall be performed during SCAQMD’s regular working hours unless 
otherwise specified.  All normal maintenance, service, and repairs shall be performed at the 
straight time rate from 7:00 a.m. to 5:30 p.m., Monday through Friday, excluding weekends 
and holidays. 
 
 
SECTION II: CONTACT PERSON: 
 
Questions regarding the content or intent of this RFP or on procedural matters should be 
addressed to: 
 
Bruce Jacobson       Brian Roberts 
Building Maintenance Manager     Building Supervisor 
SCAQMD        SCAQMD 
21865 Copley Drive       21865 Copley Drive 
Diamond Bar, CA 91765-4178     Diamond Bar, Ca 91765-4178 
(909) 396-2289        (909) 396-2278 
(909) 396-3964 Fax       (909) 396-3964 Fax 
bjacobson@aqmd.gov      broberts@aqmd.gov 
 
 
SECTION III:  SCHEDULE OF EVENTS 
 
 
  

Date Event 
March 1, 2019 RFP Released 

March 14, 2019 Mandatory Bidder’s Conference 
April 17, 2019 Proposals Due to SCAQMD - No Later Than 2:00 pm 

April 17-23, 2019 Proposal Evaluations 
June 7, 2019 Governing Board Approval 
July 1, 2019 Anticipated Contract Execution 

 
 
 
  

mailto:bjacobson@aqmd.gov
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MANDATORY BIDDER’S CONFERENCE - A bidder’s conference will be held on: 
 

Date: March 14, 2019 
Time:  10:00 AM 

Location:  21865 Copley Dr. 
Diamond Bar, CA 91765 

Room CC6 
 
Those interested in participating shall make reservations to attend the Mandatory Bidder’s 
Conference by calling Vicki Christian at (909) 396-2995. 
 
Proposals will not be accepted from businesses not represented at the Mandatory Bidder’s 
Conference. 
 
 
PRE-BID INQUIRES 
 
All pre-bid inquiries regarding this RFP #P2019-15 must be received via fax or email no later 
than 3:00 p.m. on February 7, 2019. Questions received after the deadline will not be 
acknowledged. 
 
 
SECTION IV: PARTICIPATION IN THE PROCUREMENT PROCESS 
 
It is the policy of SCAQMD to ensure that all businesses including minority business 
enterprises, women business enterprises, disabled veteran business enterprises and small 
businesses have a fair and equitable opportunity to compete for and participate in SCAQMD 
contracts.  Attachment A to this RFP contains definitions and further information. 
 
 
SECTION V: STATEMENT OF WORK 
 
This contract will consist of maintenance, service, and repairs of HVAC and refrigeration 
equipment within SCAQMD’s headquarters. 
 
 
SECTION VI: REQUIRED QUALIFICATIONS 
 
SCAQMD will enter into a contract with a prime contractor that shall provide evidence of current 
in house C-20 HVAC and C-38 Refrigeration contractor licenses.  Should the prime contractor 
substitute a subcontractor for any of the responsibilities or obligations covered under this 
contract without SCAQMD’s prior written approval, such substitution will be grounds for 
termination of the prime contractor. 

 
Contractor shall furnish evidence of Workers Compensation insurance in accordance with 
California statutory requirements, general liability insurance, and automobile liability insurance 
in accordance with Provision 9 of the Draft Contract (http://www.aqmd.gov/grants-bids). 
 
 

http://www.aqmd.gov/grants-bids
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SECTION VII: PROPOSAL SUBMITTAL REQUIREMENTS 
 
Submitted proposals shall follow the format outlined below and all requested information must be 
supplied.  Failure to submit proposals in the required format and with the requested information will 
result in elimination from the proposal evaluation process.  SCAQMD may modify the RFP or issue 
supplementary information or guidelines during the proposal preparation period prior to the due 
date. Please check our website for updates (http://www.aqmd.gov/grants-bids). It is the 
responsibility of each bidder to frequently check SCAQMD’s web site for updates and/or 
addendums.  
 
The cost for developing the proposal is the responsibility of the Contractor and shall not be 
chargeable to the SCAQMD. 

 
Each proposal must be submitted in three separate volumes and a separate Table of Contents 
shall be provided for Volumes I and II.  
 

 Volume I - Technical Proposal 
 

 Volume II - Cost Proposal 
 

 Volume III - Certifications and Representations included in Attachment B to this RFP must 
be completed and executed by an authorized official of the Contractor. 

 
A separate cover letter that includes the name, address, telephone number of the contractor, 
license number, and DIR certification number signed by the person or persons authorized to 
represent the Contractor shall accompany the proposal submission. 
 
VOLUME I - TECHNICAL PROPOSAL 
 
DO NOT INCLUDE ANY COST INFORMATION IN THE TECHNICAL VOLUME SUBMITTAL 

 
Summary (Section A) - State overall approach to meeting the objectives and satisfying the Scope 
of Work to be performed and to include a description of methodology or techniques to be used. 
 
Qualifications (Section B) - Provide a summary of Contractor’s background and related experience 
in performing similar services for other governmental or comparable size organizations.  Provide 
references of other similar projects performed during the last five years demonstrating ability to 
successfully perform the required maintenance, service and repairs as outlined in the Scope of 
Work.  Reference information shall include company name, address, contact name, title, and 
telephone number for all references listed.  For convenience, there is a fill in list in Section X for 
this information.  

 
Assigned Personnel (Section C) - Provide the following information about the staff to be 
assigned to this project: 
 
1. List all key personnel assigned to the project by level, name, title and experience.  Provide 

a resume or similar statement describing the background, qualifications and experience of 
the lead person assigned to the project.  Substitution of the identified lead person will not 
be permitted without prior written approval from SCAQMD’s Building Maintenance Manager or 
his designee. 

http://www.aqmd.gov/grants-bids
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2. Provide a statement of education and training programs provided to, or required of, the 

journey-level technicians identified for participation for this service contract, particularly with 
reference to the qualified technician that will be on site. 

 
3. Provide a summary the Contractor’s general experience to meet all required qualifications to 

fulfill the scope of work, including additional Contractor personnel and resources beyond those 
who may be assigned to the project. 

 
Additional Data (Section D) - Provide any other essential data that may assist in the evaluation of 
this proposal. 
 
VOLUME II - COST PROPOSAL 
 
Name and Address - The Cost Proposal must list the name and complete address of the Proposer 
in the upper left-hand corner of provided form. 
 
Cost Proposal – SCAQMD anticipates awarding a fixed price contract for the maintenance, service, 
and repairs of HVAC and refrigeration equipment.  Cost information shall be provided as listed 
below: 
 
1. Detail must be provided by the following categories: 
 

A. Labor – The Cost Proposal shall list the fully-burdened hourly rates and the total number 
of hours estimated for each level of staff used to perform the tasks required by this RFP.  
Costs should be estimated for each of the components in the Scope of Work. 
 

B. Parts Replacement – On the cost proposal sheet, a line item of $5,000 is included for each 
fiscal year to be used for replacement parts approved by Building Maintenance Manager 
or his designee. 

 
VOLUME III - CERTIFICATIONS AND REPRESENTATIONS (see Attachment B to this RFP) 
 
SECTION VIII: PROPOSAL SUBMISSION 
 
All proposals must be submitted according to specifications set forth in the section above, and this 
section.  Failure to adhere to these specifications shall be cause for rejection of the proposal. Late 
bids/proposals will not be accepted under any circumstances.  
 
Signature - All proposals shall be signed by an authorized representative of the Proposer. 
 
Due Date - All proposals are due no later than 2:00 p.m. on April 17, 2019 and should be 
directed to: 
 Procurement Unit 
 South Coast Air Quality Management District 
 21865 Copley Drive 
 Diamond Bar, CA  91765-4178 
 (909) 396-3520 
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Submittal - Submit five (5) complete copies of the proposal in a sealed envelope, plainly marked 
in the upper left-hand corner with the name and address of the Proposer and the words 
"Request for Proposals #P2019-15." 
 
Grounds for Rejection - A proposal may be immediately rejected if: 
 
 It is not prepared in the format described; 
 It is signed by an individual not authorized to represent the Contractor. 
 
Modification or Withdrawal - Once submitted, proposals cannot be altered without the prior 
written consent of SCAQMD.  All proposals shall constitute firm offers and may not be 
withdrawn for a period of ninety (90) days following the last day to accept proposals. 
 
SECTION IX: PROPOSAL EVALUATION/CONTRACTOR SELECTION CRITERIA  
 
A. Proposals will be evaluated by a panel of three to five SCAQMD staff members familiar with 

the subject matter of the project.  The panel shall be appointed by the Building Maintenance 
Manager or his designee.  In addition, the evaluation panel may include such outside public 
sector or academic community expertise as deemed desirable by the Building Maintenance 
Manager or his designee. The panel will make a recommendation to the Executive Officer 
and/or the Governing Board of SCAQMD for final selection of a contractor and negotiation 
of a contract.   

 
B. Each member of the evaluation panel shall be accorded equal weight in his or her rating of 

proposals.  The evaluation panel members shall evaluate the proposals according to the 
specified criteria and numerical weightings set forth below. 

 
 (a) Standardized Services Points 

 Understanding of Requirement 25 

 Contractor Qualifications 25 

 Past Experience 20 

 Cost   30 

   TOTAL: 100 

 (b) Additional Points  
 
 Small Business or Small Business Joint Venture 10 

 DVBE or DVBE Joint Venture 10 

 Use of DVBE or Small Business Subcontractors 7 

 Low-Emission Vehicle Business 5 

 Local Business (Non-Federally Funded Projects Only) 5 

 Off-Peak Hours Delivery Business 2 

         Most Favored Customer                                                     2 
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The cumulative points awarded for small business, DVBE, use of small 
business or DVBE subcontractors, low-emission vehicle business, local 
business, and off-peak hours delivery business shall not exceed 15 points. 
Most Favored Customer status incentive points shall be added, as 
applicable for a total of 17 points. 
 
Self-Certification for Additional Points 
The award of these additional points shall be contingent upon Proposer 
completing the Self-Certification section of Attachment B – Certifications 
and Representations and/or inclusion of a statement in the proposal self-
certifying that Proposer qualifies for additional points as detailed above.  
 

2. To receive additional points in the evaluation process for the categories of Small 
Business or Small Business Joint Venture, DVBE or DVBE Joint Venture or Local 
Business (for non-federally funded projects), the proposer must submit a self-
certification or certification from the State of California Office of Small Business 
Certification and Resources at the time of proposal submission certifying that the 
proposer meets the requirements set forth in Section IV. To receive points for the 
use of DVBE and/or Small Business subcontractors, at least 25 percent of the 
total contract value must be subcontracted to DVBEs and/or Small Businesses.  
To receive points as a Low-Emission Vehicle Business, the proposer must 
demonstrate to the Executive Officer, or designee, that supplies and materials 
delivered to SCAQMD are delivered in vehicles that operate on either clean-fuels 
or if powered by diesel fuel, that the vehicles have particulate traps installed. To 
receive points as a Local Business, the proposer must affirm that it has an 
ongoing business within the South Coast AQMD at the time of bid/proposal 
submittal and that 90% of the work related to the contract will be performed within 
the South Coast AQMD. Proposals for legislative representation, such as in 
Sacramento, California or Washington D.C. are not eligible for local business 
incentive points. Federally funded projects are not eligible for local business 
incentive points. To receive points as an Off-Peak Hours Delivery Business, the 
proposer must submit, at proposal submission, certification of its commitment to 
delivering supplies and materials to SCAQMD between the hours of 10:00 a.m. 
and 3:00 p.m. To receive points for Most Favored Customer status, the proposer 
must submit, at proposal submission, certification of its commitment to provide 
most favored customer status to the SCAQMD. The cumulative points awarded 
for small business, DVBE, use of Small Business or DVBE Subcontractors, Local 
Business, Low-Emission Vehicle Business and Off-Peak Hour Delivery Business 
shall not exceed 15 points. 

 

3. The lowest cost proposal will be awarded the maximum cost points available and 
all other cost proposals will receive points on a prorated basis.  For example if 
the lowest cost proposal is $1,000 and the maximum points available are 30 
points, this proposal would receive the full 30 points.  If the next lowest cost 
proposal is $1,100 it would receive 27 points reflecting the fact that it is 10% 
higher than the lowest cost (90% of 30 points = 27 points). 

 
C. During the selection process the evaluation panel may wish to interview some 

proposers for clarification purposes only.  No new material will be permitted at this time. 
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Additional information provided during the bid review process is limited to clarification 
by the Proposer of information presented in his/her proposal, upon request by 
SCAQMD. 

 
D. The Executive Officer or Governing Board may award the contract to a Proposer other 

than the Proposer receiving the highest rating in the event the Governing Board 
determines that another Proposer from among those technically qualified would provide 
the best value to SCAQMD considering cost and technical factors.  The determination 
shall be based solely on the Evaluation Criteria contained in the Request for Proposal 
(RFP), on evidence provided in the proposal and on any other evidence provided during 
the bid review process.  

 
E. Selection will be made based on the above-described criteria and rating factors.  The 

selection will be made by and is subject to Executive Officer or Governing Board 
approval.  Proposers may be notified of the results by letter. 

 
F. The Governing Board has approved a Bid Protest Procedure which provides a process 

for a Bidder or prospective Bidder to submit a written protest to SCAQMD Procurement 
Manager in recognition of two types of protests: Protest Regarding Solicitation and 
Protest Regarding Award of a Contract. Copies of the Bid Protest Policy can be secured 
through a request to SCAQMD Procurement Department. 

 
G. The Executive Officer or Governing Board may award contracts to more than one 

proposer if in (his or their) sole judgment the purposes of the (contract or award) would 
best be served by selecting multiple proposers. 

 
H. If additional funds become available, the Executive Officer or Governing Board may 

increase the amount awarded.  The Executive Officer or Governing Board may also 
select additional proposers for a grant or contract if additional funds become available. 

 
I. Disposition of Proposals – Pursuant to SCAQMD’s Procurement Policy and Procedure, 

SCAQMD reserves the right to reject any or all proposals.  All proposals become the 
property of SCAQMD, and are subject to the California Public Records Act.  One copy 
of the proposal shall be retained for SCAQMD files.  Additional copies and materials will 
be returned only if requested and at the proposer's expense. 

 
J. If proposal submittal is for a Public Works project as defined by State of California 

Labor Code Section 1720, Proposer is required to include Contractor Registration 
No. in Attachment B. Proposal submittal will be deemed as non-responsive and 
Bidder may be disqualified if Contractor Registration No. is not included in 
Attachment B. Proposer is alerted to changes to California Prevailing Wage 
compliance requirements as defined in Senate Bill 854 (Stat. 2014, Chapter 28), 
and California Labor Code Sections 1770, 1771 and 1725. 
 

K. PERFORMANCE AND PAYMENT BONDS  
Before execution of the Contract, the Contractor shall file surety bonds in the amounts 
and for the purpose specified in the Request for Proposal (RFP).   Bonds shall be issued 
by a surety who is listed in the latest version of U.S. Department of Treasury Circular 
570, who is authorized to issue bonds in California, and whose bonding limitation shown 
in said circular is sufficient to provide bonds in the amount required by the Contract 
shall be approved by SCAQMD.  Bonds from all other sureties shall be accompanied 
by all of the documents enumerated in the Code of Civil Procedure, Section 995.660a). 
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Each bond shall incorporated, by reference, the Contract and be signed by both the 
Bidder and Surety.  The signature of the authorized agent of the Surety shall be 
notarized. The Contractor shall provide two (2) good and sufficient surety bonds. 
 
PERFORMANCE BOND - For contracts exceeding $75,000 

 
The Performance Bond shall be for 100 percent of the Contract Price to guaranty faithful 
performance of all work, within the time prescribed, in a manner satisfactory to 
SCAQMD, and that all materials and workmanship will be free from original or 
developed defects.  The bond must remain in effect until the end of all warranty periods 
as set forth in the Contract Documents 

  
The selected Contractor shall be required to furnish and pay all bond premiums, costs 
and incidentals listed below. 
 
Should any bond become insufficient, the Contractor shall renew the bond within 10 
Days after receiving notice from SCAQMD. 
 
Should any surety at any time be unsatisfactory to SCAQMD, notice to the effect will 
be given to the Contractor.  No further payments shall be deemed due or will be made 
under the Contract until a new surety qualifies and is accepted by SCAQMD. 

 
Changes in the Project or extension of time, made pursuant to the Contract, shall in no 
way release the Contractor of Surety from the obligation.  Notice of such changes or 
extensions shall be waived by the Surety. 

 
PAYMENT BOND - For contracts exceeding $25,000 
 
Within fourteen days after execution of the Contract by SCAQMD and prior to 
performing any work under the Contract, the CONTRACTOR shall file with SCAQMD, 
a Payment Bond (material and labor bond) in an amount equal to 100 percent of the 
contract price, to satisfy claims of material suppliers and of mechanics and laborers 
employed by the Contractor to perform the work. 
 
The Payment Bond shall be not for less than 100 percent of the Contract price, to satisfy 
claims of material suppliers and mechanics and laborers employed on the Project.  The 
Bond shall be maintained by the Contractor in full force and effect until the performance 
of the Contract is accepted by SCAQMD and until all claims for materials and labor are 
paid, and otherwise comply with the Civil Code. Contractor shall provide SCAQMD with 
Conditional Lien Releases with each payment request and Unconditional Lien Releases 
for the final payment for all material suppliers, mechanics and laborers employed on 
the Project. 
  

 
1. UNSATISFACTORY SURETIES - Should any Surety, at any time, be deemed 

unsatisfactory by SCAQMD, notice will be given to the Contractor to that effect.  No 
further payments shall be deemed due, or will be made under the Contract until a 
new Surety shall qualify and be accepted by SCAQMD. 

 
2. EFFECT OF CHANGES IN THE WORK/EXTENSIONS OF TIME ON THE SURETY 

Changes in the work, or extensions of time, made pursuant to the Contract, shall in 
no way release the Contractor or the Surety from their obligations under the bond.  
Notice of such changes or extensions shall be waived by the Surety. 
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SECTION X: SCOPE OF WORK 
 
This contract will consist of the maintenance, service, and repairs of HVAC and all refrigeration 
equipment at SCAQMD’s headquarters.  The HVAC equipment is located in the Information 
Management server room on the lower level, GB conference room, the child care center, and 
the Auditorium technician’s office.  Refrigeration equipment is located in the cafeteria and two 
ice machines are located in SCAQMD’s laboratory.   
 
Contractor shall inspect, maintain, service, perform minor repairs and change filters on a 
monthly basis, as necessary, per the Scope of Work and equipment manufacturer’s 
recommendations. Each monthly visit shall consist of a minimum one journey-level service 
technician to inspect, maintain, and service equipment, and perform minor repairs, as 
necessary.  All requested temperature, pressure, and voltage readings recorded during each 
monthly service shall be submitted in report format with monthly invoice.  Contractor shall 
provide all necessary HVAC equipment filters. 
 
Extra work or major repairs not covered by the regular monthly maintenance contract shall 
require a written estimate of all parts and labor for approval by SCAQMD’s Building 
Maintenance Manager or his designee prior to commencing with repairs.   
 
SCAQMD requires all personnel working on SCAQMD’s premises to wear uniforms or some 
type of identification supplied by the Contractor. SCAQMD also requires Contractor and all 
employees of the Contractor to sign in and sign out in the Contractor Log Book located at the 
Main Security Desk, and the Building Maintenance Log Book located in the Building 
Maintenance Office upon arrival to and departure from SCAQMD property. When the service 
has been completed, the technician shall supply a detailed report identifying all service and 
maintenance completed at the facility prior to leaving.  
 
Contractor shall provide journey-level service technicians trained in maintenance, service, and 
repair of HVAC and refrigeration equipment.  Service technicians shall be equipped with all 
necessary field diagnostic and service tools required for HVAC and refrigeration maintenance, 
service, and repairs. Service technicians shall be employed and supervised by the Contractor. 
 
SERVICE, MAINTENANCE, AND REPAIR  
 
All service, maintenance, and repair work shall be performed from 7:00 a.m. to 5:30 p.m., 
Monday through Friday, excluding weekends and holidays. 
 
EXTRA WORK 
 
New or unforeseen repairs shall be classified as Extra Work.  SCAQMD’s Building Maintenance 
Manager or his designee shall determine if requested Extra Work is covered under the contract 
intent. 
 
The following percentages may be added to the Contractor's direct costs and shall constitute 
the allowable markup for all overhead and profit: 
 
 a)  Materials.......................................... 15% 
 b)  Equipment Rental............................ 15% 
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EQUIPMENT AND MAINTENANCE MATRIX 
 
COMPUTER ROOM - DX Chill Water Air Handlers - Four (4)  
 
1. Complete System 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 

 d. Check all electrical connections 
 
2. Cooling System Condenser 

a. Clean condenser coil 
b. Check discharge/suction pressure and record 
c. Check high/low pressure control for operation and record 

 
3. Refrigerant System (each unit) 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record 
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for rubbing 
 
4. Chilled Water System (each unit) 

a. Check all chilled water piping on each unit for water leaks and/or vibration and record 
findings 

b. Operate all chilled water ball valves and record 
c. Check all chilled water three-way valves for operation and record 
d. Check all inline strainers; clean or replace, as needed, on a quarterly basis 

 e. Check chilled water temperature (supply and return) and record findings 
 
5. Heating System 

a. Check electrical resistance heater and operation 
b. Provide amp recording 
c. Check safety control operation 

 
6. Controls 

a. Check thermostat operation and record settings 
b. Check thermostat adjustments and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components) 
 

7. Fan Coil 
 a. Check and adjust or replace fan belts, as needed 
 b. Record blower motor amps 
 c. Clean evaporator coil and record 
 
8. Condensing Water System 

a. Check both condensing water piping systems on each unit for water leaks and 
vibration and record findings 
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b. Operate all condensing water ball valves and butterfly valves and record findings 
c. Check Penn Johnson water regulating valve for operation and record findings 
d. Check condensing water temperatures (supply and return) and record findings 

 
9. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and check condensate drain line and record 
c. Clean condensate floor sink 

 
10. Check and Record Filter Condition 
 a. Provide and change out all filters on a quarterly basis 
 
PRINTSHOP - Chilled Water Air Handler - One (1) 
 
1. Complete System 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 

 d. Check all electrical connections 
 

2. Chilled Water System 
a. Check all chilled water piping on each unit for water leaks and/or vibration and record 

findings 
b. Operate all chilled water ball valves and record 
c. Check all chilled water three-way valves for operation and record 
d. Check all inline strainers; clean or replace, as needed, on a quarterly basis 

 e. Check chilled water temperature (supply and return) and record findings 
 
3. Heating System 

a. Check electrical resistance heater and operation 
b. Provide amp recording 

 
4. Controls 

a. Check thermostat operation and record settings 
b. Check and adjust thermostat, as required, to maintain proper operating temperature 

and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components) 
 
5. Fan Coil 
 a. Check and adjust or replace fan belts, as needed 
 b. Record blower motor amps 
 c. Clean evaporator coil and record 
 
6. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and check condensate drain line and record 
c. Clean condensate floor sink 
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7. Check and Record Filter Condition 
 a. Provide and change all filters on a quarterly basis 
 
STOCKROOM - Chilled Water Air Handler - One (1) 
 
1. Complete System 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 

 d. Check all electrical connections 
 

2. Chilled Water System 
a. Check all chilled water piping on each unit for water leaks and/or vibration and record 

findings 
b. Operate all chilled water ball valves and record 
c. Check all chilled water three-way valves for operation and record 
d. Check all inline strainers; clean or replace, as needed, on a quarterly basis 

 e. Check chilled water temperature (supply and return) and record findings 
 
3. Heating System 

a. Check electrical resistance heater and operation 
b. Provide amp recording 

 
4. Controls 

a. Check thermostat operation and record settings 
b. Check and adjust thermostat, as required, to maintain proper operating temperature  

and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components)  
 
5. Fan Coil 
 a. Check and adjust or replace fan belts as needed  
 b. Record blower motor amps 
 c. Clean evaporator coil and record 
 
6. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and check condensate drain line and record 

 
7. Check and Record Filter Condition 
 a. Provide and change all filters on a quarterly basis 
 
GB Conference Center - Lennox Heat Pumps Model LSA120P-1G - Two (2), Lennox Air 
Handler, Model CB17-275V-1 - One (1), Greenheck Return Fan - One (1) 
 
Please note the Lennox Air Handler is on the floor level and Greenheck Return Fan is located 
10’ above the air handler 
1. Complete System: 

a. Check operation and condition 
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b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 
d. Check all electrical connections 
e.  Check discharge/suction pressures and record 
f. Check high/low pressure controls for operation and record 
 

2. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record 
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
3. Controls 

a. Check electrical components and connections (motor, relays, starters, and other 
electrical components)  
 

4. Fan Coil 
a. Check and adjust or replace fan belts as required for proper operation 
b. Record blower motor amps 
c. Clean evaporator coil and record 
d. Lube bearings as required by the manufacturer 

5. Condensate Drain System 
 a. Clean and check condensate drain pan 
 b. Clean and check condensate drain line and record 
 
6. Check and Record Filter Condition 
 a. Provide and change all filters on a quarterly basis 
 
AUDIO VISUAL ROOM - Fujitsu Ductless Mini-Split System - One (1) 
 
1. Complete System: 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 
d. Check all electrical connections 
 

2. Cooling System Compressor 
a. Check suction pressure and record 
b. Clean condensing unit 
 

3. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record 
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
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4. Controls 
a. Check thermostat for proper operation and record settings 
b. Check thermostat adjustments and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components)  
 
5. Fan Coil 
 a. Clean evaporator coil and record 
 
6. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and check condensate drain line and record 

 
7. Check and Record Filters Condition 
 a. Wash filters quarterly or as needed 
 
TOWN & COUNTRY PRESCHOOL & INFANT CENTER - Trane Air Handlers with 
Evaporator Coil and Condensing Units - Six (6)  
 
1. Complete System 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 

 d. Check all electrical connections 
 
2. Cooling System Compressor 

a. Check discharge/suction pressure and record 
b. Check high/low pressure control for operation and record 

 
3. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record 
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
4. Heating System 

a. Check general condition of unit heater and operation 
b. Check fire box 
c. Provide amp recordings of blower motor 
d. Check safety control operation 
 

5. Controls 
a. Check thermostat operation and record settings 
b. Check thermostat adjustments and record 
d. Check electrical components and connections (motor, relays, starters, and other 

electrical components)  
 

6. Condensate Drain System 
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a. Clean and check condensate drain line and record 
 
7. Check and Record Filter Condition 
 a. Provide and change all filters on a quarterly basis 
 
SIGNAL ROOM (LOWER LEVEL, NORTH TOWER) - Portable AC Unit - One (1) 
 
1. Complete System 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 

 d. Check all electrical connections 
 
2. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record 
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
3. Controls 

a. Check thermostat operation and record settings 
b. Check thermostat adjustments and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components) 
 

4. Fan Coil 
a. Record blower motor amps 
b. Clean evaporator coil and record 

 
5. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and remove any water in five-gallon bucket 

 
6. Check and Record Filter Condition 
 a. Provide and change all filters on a quarterly basis 
 
KITCHEN - Walk-In Freezer - One (1)  
 
1. Complete System 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 

 d. Check all electrical connections 
 
2. Cooling System Compressor 

a. Check oil level and pressure and record 
b. Check discharge/suction pressure and record 
c. Check high/low pressure control for operation and record 
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3. Cooling System Condenser 

a. Clean condenser coil 
b. Clean condensing unit and surrounding areas 
c. Check discharge/suction pressure and record 
d. Check high/low pressure control for operation and record 

 
4. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record  
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
5. Controls 

a. Check thermostat operation and record settings 
b. Check and adjust thermostat, as required, to maintain proper operating temperature 

and record 
c. Check electrical components and connections (motor, relays, starters, and .other 

electrical components)  
 d. Check defrost controls for proper operation 
 
6. Fan Coil 
 a. Check evaporator fans and record amps 
 b. Clean evaporator coil and record 
 
7. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and check condensate drain line and record 
c. Clean condensate floor sink 
d. Check condensate drain line ribbon heater and record the amps 
e. Check defrost heater and record the amps 

 
8. Check Entry Door into Walk-In Freezer 
 a. Check door closer and adjust as needed for proper operation 
 b. Check door frame heater for operation 
 c. Check door gaskets and alignment 
 
KITCHEN - Walk-In Refrigerators - Three (3) 
 
1. Complete System: 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 
d. Check all electrical connections 

 
 
2. Cooling System Compressor 

a. Check oil level and pressure and record 
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b. Check discharge/suction pressure and record 
c. Check high/low pressure control for operation and record 
 

3. Cooling System Condenser 
a. Clean condenser coil 
b. Clean condensing unit and surrounding areas 
c. Check discharge/suction pressure and record 
d. Check high/low pressure control for operation and record 

 
4. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record 
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing  

f. Check electrical components and connections (motor, relays, starters, and other 
 electrical components)  

 
5. Controls 

a. Check thermostat for proper operation and record settings 
b. Check and adjust thermostat, as required, to maintain proper operating temperature  

and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components)  
 
6. Fan Coil 

a. Check evaporator fan and record amps 
b. Clean evaporator coil and record 

 
7. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and check condensate drain line and record 
c. Clean condensate floor sink 

 
8. Check Entry Door into Walk-in Refrigerator 

a. Check door closer; adjust, as needed, for proper operation 
b. Check door gaskets and alignment 

 
KITCHEN (GRILL AREA) – Double-Door Reach-In Refrigerator - One (1) 
 
1. Complete System: 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 
d. Check all electrical connections 
 
 

2. Cooling System Compressor 
a. Check oil level and pressure and record 
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b. Check discharge/suction pressure and record 
c. Check high/low pressure control for operation and record 

 
3. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record  
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
4. Controls 

a. Check thermostat for proper operation and record settings 
b. Check and adjust thermostat, as required, to maintain proper operating temperature 

and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components)  
 
5. Fan Coil 

a. Record blower motor amps 
b. Clean evaporator coil and record 

 
6. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and check condensate drain line and record 
c. Clean condensate floor sink 

 
7. Clean Condensing Unit and Surrounding Area 
 
8. Check Double-Door Gaskets  

a. Align, as necessary, to maintain a positive seal 
 
KITCHEN - Manitowoc Ice Machine (Cube) - One (1) 
 
1. Complete System: 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 
d. Check all electrical connections 
 

2. Cooling System Compressor 
a. Check discharge/suction pressure and record 

 
3. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record  
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
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4. Controls 
a. Check thermostat for proper operation and record settings 
b. Check and adjust thermostat, as required, to maintain proper operating temperature 

and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components)  
 

5. Sanitize evaporator and bin box (quarterly) 
a. Clean all areas of the ice machine 
b. Save the top (newest) 50% of ice by placing into buckets; discard the bottom (oldest) 

50% of ice 
c. Sanitize evaporator and bin box 
d. Clean all areas of the ice machine 
e. Test and monitor ice machine for operation and record 
f. Return the reserved (newest) 50% of ice back into ice bin 
g. Test and monitor ice machine for operation and record 

 
KITCHEN - Manitowoc Ice Machine (Flake) - One (1) 
 
Complete System: 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 
d. Check all electrical connections 

 
2. Cooling System Compressor 

a. Check discharge/suction pressure and record 
 
3. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record  
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
4. Controls 

a. Check thermostat for proper operation and record settings 
b. Check and adjust thermostat as required to maintain proper operating temperature 

and record 
c. Check electrical components and connections (motor, relays, starters, and .other 

electrical components)  
 

5. Sanitize Evaporator and Bin Box (Quarterly) 
a. Clean all areas of the ice machine 
b. Save the top (newest) 50% of ice by placing into buckets; discard the bottom (oldest) 

50% of ice 
c. Sanitize evaporator and bin box 
d. Clean all areas of the ice machine 
e. Return the reserved (newest) 50% of ice back into ice bin 
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f. Test and monitor ice machine and auger for proper operation and record 
 
KITCHEN - Hobart Two-Door Reach-In Refrigerator - One (1)  
 
1. Complete System 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 

 d. Check all electrical connections 
 
2. Cooling System Condenser 

a. Clean condenser coil 
b. Check discharge/suction pressure and record 

 
3. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record 
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
4. Controls 

a. Check thermostat operation and record settings 
b. Check and adjust thermostat, as required, to maintain proper operating temperature  

and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components)  
 
5. Fan Coil Evaporator 

a. Check fan motor and blade 
b. Record fan motor amps 
c. Clean evaporator coil and record 

 
6. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and check condensate drain line and record 
c. Clean condensate floor sink 
 

KITCHEN - Traulsen Combination Refrigerator/Freezer - Two (2) 
 
All steps shall apply to both refrigeration and freezer units 
 
1. Complete System 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 

 d. Check all electrical connections 
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2. Cooling System Condenser 
a. Clean condenser coil 
b. Check discharge/suction pressure and record 

 
3. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record  
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
4. Controls 

a. Check thermostat operation and record settings 
b. Check and adjust thermostat, as required, to maintain proper operating temperature 

and record 
c. Check electrical components and connections (motor, relays, starters, and other 
 electrical components)  

 
5. Fan Coil Evaporator 

a. Check fan motor and blade 
b. Record fan motor amps 
c. Clean evaporator coil and record 

 
6. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and check condensate drain line and record 
c. Clean condensate floor sink 

 
KITCHEN - True Sliding Door Beverage Cooler - One (1)  
 
1. Complete System 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 

 d. Check all electrical connections 
 
2. Cooling System Compressor 

a. Clean condenser 
b. Check discharge/suction pressure and record 

 
3. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc) and record  
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
4. Controls 

a. Check thermostat operation and record settings 
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b. Check and adjust thermostat, as required, to maintain proper operating temperature  
 and record 
c. Check electrical components and connections (motor, relays, starters, and other 
 electrical components)  

 
5. Fan Coil Evaporator 

a. Check fan motor and blade 
b. Record fan motor amps 
c. Clean evaporator coil and record 

 
6. Condensate Drain System 

a. Clean and check condensate drain pan 
b. Clean and check condensate drain line and record 
c. Clean condensate floor sink 

 
LABORATORY - Scotsman Prodigy Ice Machine (Flake) - One (1) 
 
Complete System: 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 
d. Check all electrical connections 

 
2. Cooling System Compressor 

a. Check discharge/suction pressure and record 
 
3. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc.) and record  
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
4. Controls 

a. Check thermostat for proper operation and record settings 
b. Check and adjust thermostat, as required, to maintain proper operating temperature  

and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components)  
 

5. Sanitize Evaporator and Bin Box (Quarterly) 
a. Clean all areas of the ice machine 
b. Save the top (newest) 50% of the ice by placing into buckets; discard the bottom 

(oldest) 50% of ice 
c. Sanitize evaporator and bin box 
d. Clean all areas of the ice machine 
e. Return the reserved (newest) 50% of ice back into ice bin 
f.  Test and monitor ice machine and auger for proper operation and record 
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LABORATORY - Kold Draft Ice Machine (Cube) - One (1) 
 
Complete System: 

a. Check operation and condition 
b. Check for unusual noise and/or vibration 
c. Make necessary adjustments for proper operation of system 
d. Check all electrical connections 

 
2. Cooling System Compressor 

a. Check discharge/suction pressure and record 
 
3. Refrigerant System 
 a. Check system for leaks 
 b. Check refrigerant charge and record 
 c. Check refrigerant controls (TXV and solenoid valve, etc.) and record  
 d. Clean and inspect cooling coils 
 e. Check all refrigerant piping for chafing 
 
4. Controls 

a. Check thermostat for proper operation and record settings 
b. Check and adjust thermostat, as required, to maintain proper operating temperature  

and record 
c. Check electrical components and connections (motor, relays, starters, and other 

electrical components)  
 

5. Sanitize Evaporator and Bin Box (Quarterly) 
a. Clean all areas of the ice machine 
b. Save the top (newest) 50% of the ice by placing into buckets; discard the bottom 

(oldest) 50% of  ice 
c. Sanitize evaporator and bin box 
d. Clean all areas of the ice machine 
e. Return the reserved (newest) 50% of ice back into ice bin 
f. Test and monitor ice machine and auger for proper operation and record 
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SECTION XI: COST PROPOSAL 
 

Maintenance, service, and repairs of Heating Ventilation Air Conditioning and Refrigeration 

equipment shall be done in accordance with provisions of the RFP and Scope of Work. 
 
 

SUMMARY OF COSTS 
 
 
Balance Fiscal Year 2019-20 
 
Cost Per Month        $     
 
Parts not covered by the Scope of Work   $   5,000  
 
Annual Cost       $     
 
Second Contract Fiscal Year 2020-21 
 
Cost Per Month        $     
 
Parts not covered by the Scope of Work   $   5,000  
 
Annual Cost       $     
 
Third Contract Fiscal Year 2021-22 
 
Cost Per Month        $     
 
Parts not covered by the Scope of Work   $   5,000  
 
Annual Cost       $     
 
TOTAL THREE YEAR TOTAL COST   $     
 
 
Labor Rate for Extra Work 
 
Journey-Level Worker   Straight Time Rate  Over-Time Rate 
 
     $______________  $____________ 
 
 
Apprentice-Level Worker  Straight Time Rate  Over-Time Rate 
 
     $______________  $____________ 
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MAINTENANCE, SERVICE, AND REPAIRS OF HEATING VENTILATION 
AIR CONDITIONING AND REFRIGERATION EQUIPMENT 

 
 
TO:  South Coast Air Quality Management District 
  21865 Copley Drive 
  Diamond Bar, CA  91765 
 
 
  Attention:  Procurement Manager 
 
 
The undersigned, having carefully examined SCAQMD's RFP and specifications, attached 
hereto, hereby proposed and agrees to furnish all necessary labor, materials, equipment, and 
any other incidentals necessary to provide the maintenance, service, and repairs of heating 
ventilation air conditioning and refrigeration equipment in strict conformity with the 
specification described within this RFP for the stipulated sum of: 
 
$_________________________________________________________________________ 
 
______________________________________________________(Dollars_____________) 
 
 
Company Name_____________________________________________________________ 
 
 
Company Address___________________________________________________________ 
 
 
__________________________________________________________________________ 
 
Telephone No.______________________________________________________________ 
 
Fax No.____________________________________________________________________ 
 
 
Title_______________________________________________________________________ 
 
 
Authorized Signature_________________________________________________________ 
 
 
Authorized by _______________________________________________________________ 
      (Print Name) 
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REFERENCES 
 
Please provide five client references for which your company provides services to similar to the 
scope of services described in this RFP. 
 
1. Company Name:          ___________ 
            

Address:           ___________
          

Contact Person:          ___________
             

Phone Number:      Fax Number: ______________________________________ 
 
Cell Number: __________________________E-mail address: ____________________________________ 
              

2.  Company Name:          ___________ 
            

Address:           ___________
          

Contact Person:          ___________
             

Phone Number:     Fax Number: _______________________________________ 
 
Cell Number: __________________________E-mail address: ____________________________________ 
 

3. Company Name:          ___________
             
Address:           ___________

          
Contact Person:          ___________

             
Phone Number:     Fax Number: _______________________________________ 
 
Cell Number: __________________________E-mail address: ____________________________________ 
 

4. Company Name:          ___________ 
            

Address:           ___________
          

Contact Person:          ___________
             

Phone Number:     Fax Number: _______________________________________ 
 
Cell Number: __________________________E-mail address: ____________________________________ 
 

5. Company Name:          ___________ 
            

Address:           ___________
          

Contact Person:          ___________
             

Phone Number:     Fax Number: _______________________________________ 
 
Cell Number: __________________________E-mail address: ____________________________________ 
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SECTION XII: SAMPLE CONTRACT 
 

A sample contract to carry out the work described in this RFP is available on SCAQMD’s 
website at http://www.aqmd.gov/grants-bids or upon request from the RFP Contact Person 
(Section II). 
   

http://www.aqmd.gov/grants-bids


 
 

Page 29 of 51 pages 

ATTACHMENT A  
 

PARTICIPATION IN THE PROCUREMENT PROCESS 
 
 

A. It is the policy of South Coast Air Quality Management District (SCAQMD) to ensure that all 
businesses including minority business enterprises, women business enterprises, disabled 
veteran business enterprises and small businesses have a fair and equitable opportunity to 
compete for and participate in SCAQMD contracts. 

 
B. Definitions: 
 

The definition of minority, women or disadvantaged business enterprises set forth below is 
included for purposes of determining compliance with the affirmative steps requirement 
described in Paragraph G below on procurements funded in whole or in part with federal 
grant funds which involve the use of subcontractors.  The definition provided for disabled 
veteran business enterprise, local business, small business enterprise, low-emission 
vehicle business and off-peak hours delivery business are provided for purposes of 
determining eligibility for point or cost considerations in the evaluation process. 
 
1. "Women business enterprise" (WBE) as used in this policy means a business enterprise 

that meets all of the following criteria: 
 

a. a business that is at least 51 percent owned by one or more  women, or in the case 
of any business whose stock is publicly held, at least 51 percent of the stock is owned 
by one or more  or women. 

 
b. a business whose management and daily business operations are controlled by one 

or more  women. 
 

c. a business which is a sole proprietorship, corporation, or partnership with its primary 
headquarters office located in the United States, which is not a branch or subsidiary 
of a foreign corporation, foreign firm, or other foreign-based business. 

 
2.   "Disabled veteran" as used in this policy is a United States military, naval, or air service 

veteran with at least 10 percent service-connected disability who is a resident of 
California. 

 
3. "Disabled veteran business enterprise" (DVBE) as used in this policy means a business 

enterprise that meets all of the following criteria: 
 

a. is a sole proprietorship or partnership of which at least 51 percent is owned by one 
or more disabled veterans or, in the case of a publicly owned business, at least 51 
percent of its stock is owned by one or more disabled veterans; a subsidiary which 
is wholly owned by a parent corporation but only if at least 51 percent of the voting 
stock of the parent corporation is owned by one or more disabled veterans; or a joint 
venture in which at least 51 percent of the joint venture's management and control 
and earnings are held by one or more disabled veterans. 
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b. the management and control of the daily business operations are by one or more 
disabled veterans.  The disabled veterans who exercise management and control 
are not required to be the same disabled veterans as the owners of the business. 

 
c. is a sole proprietorship, corporation, or partnership with its primary headquarters 

office located in the United States, which is not a branch or subsidiary of a foreign 
corporation, firm, or other foreign-based business. 

 
4. "Local business" as used in this policy means a company that has an ongoing business 

within geographical boundaries of SCAQMD at the time of bid or proposal submittal and 
performs 90% of the work related to the contract within the geographical boundaries of 
SCAQMD and satisfies the requirements of subparagraph H below. Proposals for 
legislative representation, such as in Sacramento, California or Washington D.C. are not 
eligible for local business incentive points. 

 
5. “Small business” as used in this policy means a business that meets the following 

criteria: 
 

a. 1) an independently owned and operated business; 2) not dominant in its field of 
operation; 3) together with affiliates is either: 

 

 A service, construction, or non-manufacturer with 100 or fewer employees, 
and average annual gross receipts of ten million dollars ($10,000,000) or less 
over the previous three years, or 

 

 A manufacturer with 100 or fewer employees. 
 

b. Manufacturer means a business that is both of the following: 
 

1) Primarily engaged in the chemical or mechanical transformation of raw materials 
or processed substances into new products. 

 
2) Classified between Codes 311000 and 339000, inclusive, of the North American 

Industrial Classification System (NAICS) Manual published by the United States 
Office of Management and Budget, 2007 edition. 

 
6. "Joint ventures" as defined in this policy pertaining to certification means that one party 

to the joint venture is a DVBE or small business and owns at least 51 percent of the joint 
venture. 
 

7. "Low-Emission Vehicle Business" as used in this policy means a company or contractor 
that uses low-emission vehicles in conducting deliveries to SCAQMD. Low-emission 
vehicles include vehicles powered by electric, compressed natural gas (CNG), liquefied 
natural gas (LNG), liquefied petroleum gas (LPG), ethanol, methanol, hydrogen and 
diesel retrofitted with particulate matter (PM) traps. 
 

8. “Off-Peak Hours Delivery Business” as used in this policy means a company or 
contractor that commits to conducting deliveries to SCAQMD during off-peak traffic 
hours defined as between 10:00 a.m. and 3:00 p.m. 
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9. “Benefits Incentive Business” as used in this policy means a company or contractor that 

provides janitorial, security guard or landscaping services to SCAQMD and commits to 
providing employee health benefits (as defined below in Section VIII.D.2.d) for full time 
workers with affordable deductible and co-payment terms. 
 

10. “Minority Business Enterprise” as used in this policy means a business that is at least 
51 percent owned by one or more  minority person(s), or in the case of any business 
whose stock is publicly held, at least 51 percent of the stock is owned by one or more  
or minority persons. 

 
a. a business whose management and daily business operations are controlled by one 

or more minority persons. 
 

b. a business which is a sole proprietorship, corporation, or partnership with its primary 
headquarters office located in the United States, which is not a branch or subsidiary 
of a foreign corporation, foreign firm, or other foreign-based business. 

 
c. "Minority person" for purposes of this policy, means a Black American, Hispanic 

American, Native-American (including American Indian, Eskimo, Aleut, and Native 
Hawaiian), Asian-Indian (including a person whose origins are from India, Pakistan, 
and Bangladesh), Asian-Pacific-American (including a person whose origins are 
from Japan, China, the Philippines, Vietnam, Korea, Samoa, Guam, the United 
States Trust Territories of the Pacific, Northern Marianas, Laos, Cambodia, and 
Taiwan). 
 

  11. “Most Favored Customer” as used in this policy means that the SCAQMD will receive 
at least as favorable pricing, warranties, conditions, benefits and terms as other 
customers or clients making similar purchases or receiving similar services.  

 
12.”Disadvantaged Business Enterprise” as used in this policy means a business that is 

an entity owned and/or controlled by a socially and economically disadvantaged 
individual(s) as described by Title X of the Clean Air Act Amendments of 1990 (42 U.S.C. 
7601 note) (10% statute), and Public Law 102-389 (42 U.S.C. 4370d)(8% statute), 
respectively; 

 a Small Business Enterprise (SBE); 
 a Small Business in a Rural Area (SBRA); 
 a Labor Surplus Area Firm (LSAF); or 

a Historically Underutilized Business (HUB) Zone Small Business Concern, or a concern 
under a successor program. 

 
C. Under Request for Quotations (RFQ), DVBEs, DVBE business joint ventures, small 

businesses, and small business joint ventures shall be granted a preference in an amount 
equal to 5% of the lowest cost responsive bid.  Low-Emission Vehicle Businesses shall be 
granted a preference in an amount equal to 5 percent of the lowest cost responsive bid.  
Off-Peak Hours Delivery Businesses shall be granted a preference in an amount equal to 2 
percent of the lowest cost responsive bid.  Local businesses (if the procurement is not 
funded in whole or in part by federal grant funds) shall be granted a preference in an amount 
equal to 2% of the lowest cost responsive bid. Businesses offering Most Favored Customer 
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status shall be granted a preference in an amount equal to 2 percent of the lowest cost 
responsive bid. 

 
D. Under Request for Proposals, DVBEs, DVBE joint ventures, small businesses, and small 

business joint ventures shall be awarded ten (10) points in the evaluation process.  A non-
DVBE or large business shall receive seven (7) points for subcontracting at least twenty-
five (25%) of the total contract value to a DVBE and/or small business.  Low-Emission 
Vehicle Businesses shall be awarded five (5) points in the evaluation process. On 
procurements which are not funded in whole or in part by federal grant funds local 
businesses shall receive five (5) points.  Off-Peak Hours Delivery Businesses shall be 
awarded two (2) points in the evaluation process. Businesses offering Most Favored 
Customer status shall be awarded two (2) points in the evaluation process. 

 
E. SCAQMD will ensure that discrimination in the award and performance of contracts does 

not occur on the basis of race, color, sex, national origin, marital status, sexual preference, 
creed, ancestry, medical condition, or retaliation for having filed a discrimination complaint 
in the performance of SCAQMD contractual obligations. 

 
F. SCAQMD requires Contractor to be in compliance with all state and federal laws and 

regulations with respect to its employees throughout the term of any awarded contract, 
including state minimum wage laws and OSHA requirements.  

 
G. When contracts are funded in whole or in part by federal funds, and if subcontracts are to 

be let, the Contractor must comply with the following, evidencing a good faith effort to solicit 
disadvantaged businesses.  Contractor shall submit a certification signed by an authorized 
official affirming its status as a MBE or WBE, as applicable, at the time of contract execution. 
SCAQMD reserves the right to request documentation demonstrating compliance with the 
following good faith efforts prior to contract execution. 

 
1. Ensure Disadvantaged Business Enterprises (DBEs) are made aware of 

contracting opportunities to the fullest extent practicable through outreach and 
recruitment activities. For Indian Tribal, State and Local Government recipients, 
this will include placing DBEs on solicitation lists and soliciting them whenever 
they are potential sources. 

 
2. Make information on forthcoming opportunities available to DBEs and arrange 

time frames for contracts and establish delivery schedules, where the 
requirements permit, in a way that encourages and facilitates participation by 
DBEs in the competitive process. This includes, whenever possible, posting 
solicitations for bids or proposals for a minimum of 30 calendar days before the 
bid or proposal closing date. 

 
3. Consider in the contracting process whether firms competing for large contracts 

could subcontract with DBEs. For Indian Tribal, State and Local Government 
recipients, this will include dividing total requirements when economically feasible 
into smaller tasks or quantities to permit maximum participation by DBEs in the 
competitive process. 

 
4. Encourage contracting with a consortium of DBEs when a contract is too large 

for one of these firms to handle individually.  
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5. Using the services and assistance of the Small Business Administration and the 
Minority Business Development Agency of the Department of Commerce. 

 
6.   If the prime contractor awards subcontracts, require the prime contractor to take 

the above steps. 
 
H. To the extent that any conflict exists between this policy and any requirements imposed by 

federal and state law relating to participation in a contract by a certified MBE/WBE/DVBE 
as a condition of receipt of federal or state funds, the federal or state requirements shall 
prevail. 

 
I. When contracts are not funded in whole or in part by federal grant funds, a local business 

preference will be awarded.  For such contracts that involve the purchase of commercial 
off-the-shelf products, local business preference will be given to suppliers or distributors of 
commercial off-the-shelf products who maintain an ongoing business within the 
geographical boundaries of SCAQMD.  However, if the subject matter of the RFP or RFQ 
calls for the fabrication or manufacture of custom products, only companies performing 90% 
of the manufacturing or fabrication effort within the geographical boundaries of SCAQMD 
shall be entitled to the local business preference. Proposals for legislative representation, 
such as in Sacramento, California or Washington D.C. are not eligible for local business 
incentive points. 

 
J. In compliance with federal fair share requirements set forth in 40 CFR Part 33, SCAQMD 

shall establish a fair share goal annually for expenditures with federal funds covered by its 
procurement policy. 
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 ATTACHMENT B 

 
South Coast 
Air Quality Management District 
21865 Copley Drive, Diamond Bar, CA 91765-4178 

(909) 396-2000 • www.aqmd.gov 

 

Business Information Request 

 
Dear SCAQMD Contractor/Supplier: 
 
South Coast Air Quality Management District (SCAQMD) is committed to ensuring that our 
contractor/supplier records are current and accurate.  If your firm is selected for award of a 
purchase order or contract, it is imperative that the information requested herein be supplied in a 
timely manner to facilitate payment of invoices.  In order to process your payments, we need the 
enclosed information regarding your account.  Please review and complete the information 
identified on the following pages, remember to sign all documents for our files, and return 
them as soon as possible to the address below: 
 
 Attention:  Accounts Payable, Accounting Department 
 South Coast Air Quality Management District 
 21865 Copley Drive 
 Diamond Bar, CA 91765-4178 
 
If you do not return this information, we will not be able to establish you as a vendor.  This will 
delay any payments and would still necessitate your submittal of the enclosed information to our 
Accounting department before payment could be initiated.  Completion of this document and 
enclosed forms would ensure that your payments are processed timely and accurately. 
 
If you have any questions or need assistance in completing this information, please contact 
Accounting at (909) 396-3777.  We appreciate your cooperation in completing this necessary 
information. 
 

 Sincerely, 
 

 Sujata Jain 
 Asst. Deputy Executive Officer 
 Finance 

DH:tm 
 
Enclosures: Business Information Request  

 Disadvantaged Business Certification  

 W-9 

 Form 590 Withholding Exemption Certificate 

 Federal Contract Debarment Certification 

 Campaign Contributions Disclosure 

 Direct Deposit Authorization 
 

REV 1/18 

http://www.aqmd.gov/
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South Coast 
Air Quality Management District 
21865 Copley Drive, Diamond Bar, CA 91765-4178 

(909) 396-2000 • www.aqmd.gov 

 

 

BUSINESS INFORMATION REQUEST 
 

Business Name  

Division of 

 

Subsidiary of 

 

Website Address 

 

Type of Business 

Check One: 

 Individual  

 DBA, Name _______________, County Filed in _______________ 

 Corporation, ID No. ________________ 

 LLC/LLP, ID No. _______________ 

 Other _______________ 

 
REMITTING ADDRESS INFORMATION 

Address 

 

 

City/Town  

State/Province  Zip  

Phone (     )      -          Ext                Fax (     )      -      

Contact  Title  

E-mail Address  

Payment Name if 

Different 
 

 
All invoices must reference the corresponding Purchase Order Number(s)/Contract Number(s) if 

applicable and mailed to:  

 

Attention:  Accounts Payable, Accounting Department 

South Coast Air Quality Management District 

21865 Copley Drive 

Diamond Bar, CA  91765-4178 

http://www.aqmd.gov/
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BUSINESS STATUS CERTIFICATIONS  
 

 

Federal guidance for utilization of disadvantaged business enterprises allows a vendor to be deemed a small business enterprise (SBE), 

minority business enterprise (MBE) or women business enterprise (WBE) if it meets the criteria below.   

 is certified by the Small Business Administration or 

 is certified by a state or federal agency or 

 is an independent MBE(s) or WBE(s) business concern which is at least 51 percent owned and controlled by minority group member(s) 

who are citizens of the United States. 

 

Statements of certification: 

 

As a prime contractor to SCAQMD,  (name of business) will engage in good faith efforts to achieve the fair share in accordance with 

40 CFR Section 33.301, and will follow the six affirmative steps listed below for contracts or purchase orders funded in whole 

or in part by federal grants and contracts. 

 

1. Place qualified SBEs, MBEs, and WBEs on solicitation lists. 

2. Assure that SBEs, MBEs, and WBEs are solicited whenever possible. 

3. When economically feasible, divide total requirements into small tasks or quantities to permit greater participation by 

SBEs, MBEs, and WBEs. 

4. Establish delivery schedules, if possible, to encourage participation by SBEs, MBEs, and WBEs. 

5. Use services of Small Business Administration, Minority Business Development Agency of the Department of 

Commerce, and/or any agency authorized as a clearinghouse for SBEs, MBEs, and WBEs. 

6. If subcontracts are to be let, take the above affirmative steps. 

Self-Certification Verification: Also for use in awarding additional points, as applicable, in accordance with 

SCAQMD Procurement Policy and Procedure: 

 

Check all that apply: 
 

 Small Business Enterprise/Small Business Joint Venture   Women-owned Business Enterprise 

 Local business    Disabled Veteran-owned Business Enterprise/DVBE Joint Venture 

 Minority-owned Business Enterprise  Most Favored Customer Pricing Certification 

 

Percent of ownership:      %  

 

Name of Qualifying Owner(s):       
 

State of California Public Works Contractor Registration No. ______________________.    MUST BE 

INCLUDED IF BID PROPOSAL IS FOR PUBLIC WORKS PROJECT. 

 

 
 

I, the undersigned, hereby declare that to the best of my knowledge the above information is accurate.  Upon penalty of perjury, I certify 

information submitted is factual. 

 

 

      
 NAME TITLE 

 

      
 TELEPHONE NUMBER DATE 

 

 



 
 

Page 37 of 51 pages 

Definitions 

 

 

Disabled Veteran-Owned Business Enterprise means a business that meets all of the following criteria: 

 is a sole proprietorship or partnership of which is at least 51 percent owned by one or more disabled veterans, 

or in the case of any business whose stock is publicly held, at least 51 percent of the stock is owned by one or 

more disabled veterans; a subsidiary which is wholly owned by a parent corporation but only if at least 51 

percent of the voting stock of the parent corporation is owned by one or more disabled veterans; or a joint 

venture in which at least 51 percent of the joint venture’s management and control and earnings are held by 

one or more disabled veterans. 

 the management and control of the daily business operations are by one or more disabled veterans.  The 

disabled veterans who exercise management and control are not required to be the same disabled veterans as 

the owners of the business. 

 is a sole proprietorship, corporation, partnership, or joint venture with its primary headquarters office located 

in the United States and which is not a branch or subsidiary of a foreign corporation, firm, or other foreign-

based business. 

 

Joint Venture means that one party to the joint venture is a DVBE and owns at least 51 percent of the joint venture.  In the case 

of a joint venture formed for a single project this means that DVBE will receive at least 51 percent of the project dollars. 

 

Local Business means a business that meets all of the following criteria: 

 

 has an ongoing business within the boundary of SCAQMD at the time of bid application. 

 performs 90 percent of the work within SCAQMD’s jurisdiction. 

 

Minority-Owned Business Enterprise means a business that meets all of the following criteria: 

 

 is at least 51 percent owned by one or more minority persons or in the case of any business whose stock is 

publicly held, at least 51 percent of the stock is owned by one or more minority persons.  

 is a business whose management and daily business operations are controlled or owned by one or more 

minority person. 

 is a business which is a sole proprietorship, corporation, partnership, joint venture, an association, or a 

cooperative with its primary headquarters office located in the United States, which is not a branch or 

subsidiary of a foreign corporation, foreign firm, or other foreign business.  

 

 “Minority” person means a Black American, Hispanic American, Native American (including American Indian, Eskimo, Aleut, 

and Native Hawaiian), Asian-Indian American (including a person whose origins are from India, Pakistan, or Bangladesh), 

Asian-Pacific American (including a person whose origins are from Japan, China, the Philippines, Vietnam, Korea, Samoa, 

Guam, the United States Trust Territories of the Pacific, Northern Marianas, Laos, Cambodia, or Taiwan). 

 

Small Business Enterprise means a business that meets the following criteria: 

 

a. 1) an independently owned and operated business; 2) not dominant in its field of operation; 3) together with affiliates 

is either: 

 

 A service, construction, or non-manufacturer with 100 or fewer employees, and average annual 

gross receipts of ten million dollars ($10,000,000) or less over the previous three years, or 

 

 A manufacturer with 100 or fewer employees. 

 

b. Manufacturer means a business that is both of the following: 

 

1) Primarily engaged in the chemical or mechanical transformation of raw materials or processed substances into 

new products. 

 

2) Classified between Codes 311000 to 339000, inclusive, of the North American Industrial Classification System 

(NAICS) Manual published by the United States Office of Management and Budget, 2007 edition. 
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Small Business Joint Venture means that one party to the joint venture is a Small Business and owns at least 51 percent of the 

joint venture.  In the case of a joint venture formed for a single project this means that the Small Business will receive at least 51 

percent of the project dollars. 

 

 

Women-Owned Business Enterprise means a business that meets all of the following criteria: 

 

 is at least 51 percent owned by one or more women or in the case of any business whose stock is publicly held, 

at least 51 percent of the stock is owned by one or more women.  

 is a business whose management and daily business operations are controlled or owned by one or more 

women. 

 is a business which is a sole proprietorship, corporation, partnership, or a joint venture, with its primary 

headquarters office located in the United States, which is not a branch or subsidiary of a foreign corporation, 

foreign firm, or other foreign business. 

 

 

Most Favored Customer as used in this policy means that the SCAQMD will receive at least as favorable pricing, warranties, 

conditions, benefits and terms as other customers or clients making similar purchases or receiving similar services.  
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Page 46 of 51 pages 
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Certification Regarding 

Debarment, Suspension, and Other Responsibility Matters 
 

The prospective participant certifies to the best of its knowledge and belief that it and the principals:  

(a) Are not presently debarred, suspended, proposed for debarment, declared ineligible, or 

voluntarily excluded from covered transactions by any Federal department or agency;  

(b) Have not within a three year period preceding this proposal been convicted of or had a civil 

judgement rendered against them or commission of fraud or a criminal offense in connection 

with obtaining, attempting to obtain, or performing a public (Federal, State, or local) 

transaction or contract under a public transaction: violation of Federal or State antitrust statute 

or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, 

making false statements, or receiving stolen property:  

(c) Are not presently indicted for or otherwise criminally or civilly charged by a government entity 

(Federal, State, or local) with commission of any of the offenses enumerated in paragraph (b) 

of this certification; and  

(d) Have not within a three-year period preceding this application/proposal had one or more public 

transactions (Federal, State, or local) terminated for cause or default.  

 

I understand that a false statement on this certification may be grounds for rejection of this proposal 

or termination of the award. In addition, under 18 USC Sec. 1001, a false statement may result in 

a fine of up to $10,000 or imprisonment for up to 5 years, or both.  

 

 

________________________________________________________________________  

Typed Name & Title of Authorized Representative  

 

 

________________________________________________________________________  

Signature of Authorized Representative Date  

 

 

  I am unable to certify to the above statements.  My explanation is attached.  
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CAMPAIGN CONTRIBUTIONS DISCLOSURE 
 
 

 

In accordance with California law, bidders and contracting parties are required to disclose, at the time the application 

is filed, information relating to any campaign contributions made to South Coast Air Quality Management District 

(SCAQMD) Board Members or members/alternates of the MSRC, including: the name of the party making the 

contribution (which includes any parent, subsidiary or otherwise related business entity, as defined below), the amount 

of the contribution, and the date the contribution was made.  2 C.C.R. §18438.8(b). 

 

California law prohibits a party, or an agent, from making campaign contributions to SCAQMD Governing Board 

Members or members/alternates of the Mobile Source Air Pollution Reduction Review Committee (MSRC) of more 

than $250 while their contract or permit is pending before SCAQMD; and further prohibits a campaign contribution 

from being made for three (3) months following the date of the final decision by the Governing Board or the MSRC 

on a donor’s contract or permit.  Gov’t Code §84308(d).  For purposes of reaching the $250 limit, the campaign 

contributions of the bidder or contractor plus contributions by its parents, affiliates, and related companies of the 

contractor or bidder are added together.  2 C.C.R. §18438.5.   

 

In addition, SCAQMD Board Members or members/alternates of the MSRC must abstain from voting on a contract 

or permit if they have received a campaign contribution from a party or participant to the proceeding, or agent, totaling 

more than $250 in the 12-month period prior to the consideration of the item by the Governing Board or the MSRC.  

Gov’t Code §84308(c).   

 

The list of current SCAQMD Governing Board Members can be found at SCAQMD website (www.aqmd.gov).  The 

list of current MSRC members/alternates can be found at the MSRC website 

(http://www.cleantransportationfunding.org).   

 

SECTION I.         

Contractor (Legal Name):      
 

 

List any parent, subsidiaries, or otherwise affiliated business entities of Contractor: 

(See definition below). 

         

         

 

SECTION II. 

 

Has Contractor and/or any parent, subsidiary, or affiliated company, or agent thereof, made a 

campaign contribution(s) totaling $250 or more in the aggregate to a current member of the South 

Coast Air Quality Management Governing Board or member/alternate of the MSRC in the 12 

months preceding the date of execution of this disclosure? 

 

  Yes   No If YES, complete Section II below and then sign and date the form. 

  If NO, sign and date below.  Include this form with your submittal. 
Campaign Contributions Disclosure, continued: 

    DBA, Name      , County Filed in       

    Corporation, ID No.       

    LLC/LLP, ID No.       

http://www.aqmd.gov/
http://www.cleantransportationfunding.org/
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Name of Contributor     
 

         

 Governing Board Member or MSRC Member/Alternate Amount of Contribution  Date of Contribution 

 

 

Name of Contributor     

 
         

 Governing Board Member or MSRC Member/Alternate Amount of Contribution  Date of Contribution 

 

Name of Contributor     
 

         

 Governing Board Member or MSRC Member/Alternate Amount of Contribution  Date of Contribution 

 

Name of Contributor     
 

         

 Governing Board Member or MSRC Member/Alternate Amount of Contribution  Date of Contribution 

 

 

I declare the foregoing disclosures to be true and correct. 

 

By:    

 

Title:    

 

Date:    

 
DEFINITIONS 

 

Parent, Subsidiary, or Otherwise Related Business Entity (2 Cal. Code of Regs., §18703.1(d).) 

 

(1) Parent subsidiary. A parent subsidiary relationship exists when one corporation directly or indirectly owns shares possessing 

more than 50 percent of the voting power of another corporation. 

 

(2) Otherwise related business entity. Business entities, including corporations, partnerships, joint ventures and any other 

organizations and enterprises operated for profit, which do not have a parent subsidiary relationship are otherwise related if 

any one of the following three tests is met: 

(A) One business entity has a controlling ownership interest in the other business entity. 

(B) There is shared management and control between the entities. In determining whether there is shared management 

and control, consideration should be given to the following factors: 

(i) The same person or substantially the same person owns and manages the two entities; 

(ii) There are common or commingled funds or assets; 

(iii) The business entities share the use of the same offices or employees, or otherwise share activities, resources or 

personnel on a regular basis; 

(iv) There is otherwise a regular and close working relationship between the entities; or 

(C) A controlling owner (50% or greater interest as a shareholder or as a general partner) in one entity also is a controlling 

owner in the other entity. 
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Direct Deposit Authorization 
 
STEP 1:  Please check all the appropriate boxes 

 Individual (Employee, Governing Board Member)  New Request 
 Vendor/Contractor  Cancel Direct Deposit 
 Changed Information 

 

STEP 2:  Payee Information 
Last Name First Name Middle Initial Title 

    

Vendor/Contractor Business Name (if applicable) 

 

Address Apartment or P.O. Box Number 

  

City State Zip Country 

    

Taxpayer ID Number Telephone Number Email Address 

   

 

Authorization 
1. I authorize South Coast Air Quality Management District (SCAQMD) to direct deposit funds to my account in the financial 

institution as indicated below.  I understand that the authorization may be rejected or discontinued by SCAQMD at any time.  
If any of the above information changes, I will promptly complete a new authorization agreement.  If the direct deposit is not 
stopped before closing an account, funds payable to me will be returned to SCAQMD for distribution.  This will delay my 
payment. 

2. This authorization remains in effect until SCAQMD receives written notification of changes or cancellation from you. 
3. I hereby release and hold harmless SCAQMD for any claims or liability to pay for any losses or costs related to insufficient 

fund transactions that result from failure within the Automated Clearing House network to correctly and timely deposit 
monies into my account. 

 

STEP 3: 
You must verify that your bank is a member of an Automated Clearing House (ACH).  Failure to do so could delay the processing of 
your payment.  You must attach a voided check or have your bank complete the bank information and the account holder must sign 
below. 
 

To be Completed by your Bank 

S
ta

p
le

 V
o

id
e
d

 C
h

e
c
k

 H
e
re

 

Name of Bank/Institution 

 

Account Holder Name(s) 

 

 Saving  Checking 

Account Number Routing Number 

  

Bank Representative Printed Name Bank Representative Signature Date 

   

  Date 

ACCOUNT HOLDER SIGNATURE: 
  

 
For SCAQMD Use Only 

 
Input By 

  
Date 

 

 
 

South Coast 
Air Quality Management District 
21865 Copley Drive, Diamond Bar, CA 91765-4178 

(909) 396-2000 • www.aqmd.gov 

http://www.aqmd.gov/

